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About this Guide

This Guide is for use by SedonaOffice customers only. This guide is not meant to serve as an
operating ortrainingmanual, its purpose is tprovide anoverviewof the content contained

within, and to be used as a reference guide only.

SedonaOffice resees the right tomodify theSedonaOffice product described in tigisideat

any time and without noticelnformation in thisguideis subject to change without notice.
Companies, names and data used in examples herein are fictitious unless otherwise Inated.
event shall SedonaOffice be held liable for any incidental, indirect, special, or consequential
damages arising out of or related to tlysideor the informaton contained herein. The
information contained in this document is the property of SedonaOffice.

This guide may be updated periodically, be sure to check our websitenatsedonaoffice.com
for the most current ersion.

Copyright 2Q0
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Accounts Payable Setup

G/L Account Defaults (AP)

TheG/L Account Defaulsllows you to specify defauteneral Ledgeaiccounts to be used for
processing accounts payable transactioh® manual journal entries should be made into any of
the accounts on this form.

You will select default G/L Accounts for Accounts Payable, Primary Checking Account, Inventory
Receipt Account, Customer Refunds Account, {Bi@mnch Billing Account, RRayA/P, and an
A/P Discount account from your Chart of Accounts.

GL Accounts for A/P
El GL Setup for A/P

Accounts Payable | 20000 ~| &
Accounts Payable ™

Primary Checking | 10010 ~|&]
Primary Chedang Account™

Inventory Receipt | 20010 ~ &
Inveniory Recepis™

Customer Refunds | 23000 ~ &
Customer Refunds ™

Inter-Branch Billing | 20020 jg
Inter-Brandh Gils ™

Pre-Pay Account | 14000 ~|&]
Prepaid AP~

Discount Account | 63010 ~| &
Discount Expense ™
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A/P Setup Processing

TheSetup Processirfgr Accounts Payable form allows you to specify default information related
to Purchase Orders, Check Printi®&ST Tax informatidor accounts payable bil[€anadian use
only), and other accounts payable related information

AP Setup Processing

=] Purchase Order Setup
Auto Create PO Numbers ~

Next PO Number 10271

= Check Options

Allow Printed and Voided Checks [
to be edited.

Show Account Balance [
[+ GST Information

GST Number |a184901
GST Rate |05.5000
GST Pay Account [ 2511 =&

Sales Tax Fayable
£ Other

Enter Separate Fosting Date for v
Bills and Credits

Auto Update Purchase Price v
when Billed
Allow Receipt of Part v

Over Shipment

Purchase Order Setup

1 Auto Create PO Numbersselect whether you want the system to automatically assign
Purchase Order Numbers or if you will enter youmowmbers. If you decide to let the
system automatically assign Purchase Order Numbers, you will need to enter the starting PO
Number.
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1 Next PO Numbec If you have selected to auto create PO numbers, you must enter a starting
PO number.

Check Options

1 Allow Printed and Voided Checks to be Editedf this option is selected, a User will be able
to make changes to a printed or voided accounts payable check.

1 Show Account Balance Selecting this option will print the Vendor open accounts payable
balance @ the stub of accounts payable checks.

GST Information
Thissectionis used forompaniesoperatingin Canada only.

1 GST Numbeg Enter the government issued Goods and Services Tax identification number
for your company.

1 GST Rate Enter the current GSBx rate that will be used on accounts payable bills and
credits.

1 GST Pay AccountSelect the general ledger account number to use for posting GST tax on
accounts payable bills and credits.

Other

1 Enter Separate Posting Date for Bills and CrediSelectimg this option will enable a posting
date field on the accounts payable bills and credits form. This allows you to enter the date
you want the transaction to post to the general ledger. Normally the general ledger posting
date is the date of the accounpayable bill or credit. The posting date entered must be in an
accounting period with an open or-+@pened status.

1 Auto Update Purchase Price when Billedf this option is selected, when an accounts
payable bill is entered for an inventory parts receapd the amount being billed is different
that the amount at which the parts were received, the application will automatically update
the current purchase cost of the part for the vendor when the bill is saved.

1 Allow Receipt of Part Over Shipmentdf this option is selectedhe system will allow you
to receive more parts on a purchase order then were actually ordetsttheck this option if
you want to only receive the quantity that was ordered and no more.
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Shipping Methods
Shipping Methodare appear on Purchase Orders and are selectable from the list that is created

in this setup table. The shipping method is the method in which you want your Vendor to ship
materials to your warehouse.

Shipping Method

| Shipping Method

Shipping Method | Description Inactive
FedEx Ground Federal Express Ground N
FedEx Overnight Federal Express-Overnight N
Pickup Pickup N
UPS Ground UPS Ground N
UPS Owvernight UPS Owvernight N

[T Include Inactive

=1 Shipping Method Edit
I~ Inactive

Shipping Method |uPS Ground

Description |UPS Ground

Apply | New | Delete |
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Tax Agency

ATax Agencys ajurisdictionto whom you company wilkemit sales tax that was collected from
your customers.Tax Agencies may be a state, county, city or any other entity to whom sales tax

is remitted.

If your company does not collect and remit sales tax to a government agencghgald still set

up a Tax Agency for the state in which your main office is located.

Tax Agency

Tax Agency

\iendor |

Business Mame

Current Balance

CA Franchise Tax Board
MI Dept of Revenue

[ Include Inactive

Tax Agency Edit

CA Franchise Tax Board
MI Dept of Revenue

Vendor Code  [MI Dept of Revenue| Branch
Vendor Type | Sales Tax Agency =| Category
Name |MI Dept of Revenue

Federal Id

Address ... ddress 1 goes here Social Sec #
kron, OH 44301 -

Contact 1 | Exp Account
Phone [

Default Cost
Fax [

Terms
Contact 2 | Credit Limit
Phone |

Apply |

£0.00
80.00
[ Inactive

| M1 =]
[Gaa =
r-r
-
[~ Issue 1099
| Jia jes|
|o.00
| Due On Receipt j
|o.00
News | Copy | Delete |
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Vendor Type

TheVendor Typsetup tableprovides a means to classify your Vendors, and may be used for
reporting purposes. The Vendor Type is a required fieldamt &endor record.

¢CKS &l YLXS tArAald 2F xSyR2NJ ¢elLJSa RStEtAGSNBR 6Ad
types. Each of these has a special functionality within the software application and cannot be
deleted or modified.

1 Parts Supplieg Used toidentify Vendors from whom your company purchases inventory
parts.
1 Sales Tax AgeneyUsed only for municipalities to whom you remit sales tax that was
collected from your customers.
1 Service Provideg Used for subcontractors your company uses to Senace gustomer
systems on a service ticket. If a Vendor is created and the vendor type of Service Provider is
selected, an entry is also made into the Service Company setup table. This vendonbipe is

to be used for subcontractors used for installatjobs.

Vendor Type
_| Vendor Type
Vendor Type [ Deseription | mnactive
Credit Card Credit Card N
Employes Employes N
Government Agency Government Agency N
Insurance Insurance N
Office Supplies Office Supplies N
Quitside Services QOutside Services N
Parts Suppher Parts Supphber ]
Professional Professional Services M
Sales Tax Agency Sales Tax Agency N
Service Provider Service Provider N
Sub Contractor Sub Contractor N
Uinknowmn Unknowm M
Utilibes Utilities N

[~ Include Inactive

E7] Vendor Type Edit
[T Inacgtive

Vendor Type [service Provider
Description |Service Provider

Apply I New Delete |
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Terms

A defaultTerm Codés assigned to each Vendor record. For each accounts payable bill that is
entered, the terms code assigned to the vendor will be the default, however, you may override
the Terms Code on any bill.

General

1 Term CodeEnter a Terms Code that is easily identifiable by the user that will be making
selections during data entry.
1 Description Enter a description for the Terms Code.

Aging Based On

1 Invoice Aging Date (A/R Only)ls used for Aging purposes. Tdetermines at which point
Invoices will appear as past due.
1 Due Date The number of days from the invoice date that the invoice is due to be paid.

A/P Discounts

If the term code is to be used for an Accounts Payable term and the Vendor offers discount
terms, you will enter the number of days in which the invoice must be paid and the percentage
that will be deducted from the bill amount for the discount.

1 Discount Days The number of days from the bill date that the discount is valid.

1 Discount % The discont percentage you will be taking from the bill amount.

Terms

| Terms

Tarm | Description | Days Dus [ Basad On Disc Days | Disc % | |
2-10 N-30 2-10 N-30 30 Due Date 10 2
Conv Involce Terms for corverted invoices 0 Aging Date a o
Duwe On Receipt D On Receipt 0 Aging Date a L1}
MHet 10 ] 10 Due Date Q L1}
Met 30 Net 30 30 Due Date 0 o

L n k

I Include Inactive

@ General
Term Code  [2-10N-30 | dnace
Description  [2-10N-30
o AJR Aging Based On o AP Discounts
" Invoice Aging Date (AR Only) Discount Days |10
& Dye Date
6 2
Days Net Due |30 LSCOIIEE
Invoice and Bill Due Date will be ( Date of Invoice + Days
Net Due ) | Apply | New | Delete
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Vendors

If using the Accounts Payable module, you will need to create one record foVeaclorfrom

whom you receive bills for materials or services. The Vendor records created will be selectable
from the drop down listvhen creating Purchase Orders, entering Vendor bills or receiving parts.

Required fields on the Vendor setup form are: Vendor Code, Vendor Type, Name, Address,
Branch, Category, Terms.

The SedonaSetup form for Vendors is currentlgithg redesigned. You will need to create your
Vendor records from the main application. Navigate to the main application menu tree and
select Accounts Payable/Vendors. Press the new button at the bottom of the Vendor List to
enter a new Vendor. Pres$ieé Savebutton when finished

& Vendor ADI Edit
Vendor Code |ADI| Category | Installation j
Wendor Type | Parts Supplier ﬂ Open Bills 4,167.22
Branch | Cleveland j 0Open Credit 1,928.70

Met Due to Vendor W

Vendaor l E_ills] Credits l Paments] PD'S] Ee::eipts] Returns ] GL Journal l GL A::counts] Eartsl Supplier Inﬂ:rmaﬁon] Notes l

=0 vendor Information L)) Identification
Mame |.-5.DI Federal 1d | - |
Address ... | [176% NW 79th Avenue Sodal Sec # : :
— jami, FL 33136 ™ Issue 1099
&4 Payables
Contactl  |wrBig Exp Account | ~]4
Phone |(573) 4154341 e3
Default Cast
Fax | 0.00
Terms | Met 30 Rd
Contact 2
ontactz | Creditlimit  [g.00
Phone |
GST Exempt [
o Payments PO Memo
Checks |ADI
Payable To

Address ... 1 Payment Rd | Motes
= iami, FL 33136

Check Memo |

[ Inactive Save | Close ‘
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Accounts Payable Processing (Overview)

The accounts payable system within Sedona Office is designed to be used with the use of
Purchase Orders. If your company has elected not to use Purchase Orders, you may still enter
and pay bills, however will lose much of the tracking and reporting fanality provided by the

use of Purchase Orders.

Vendor

Inventory Parts Expense ltems

Purchase Order

Receive Purchase
Order

Create Bill From
Receipt

Pay Bills

Print Checks
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Purchase Orders

A Purchase Order is used to order inventory parts or services from a Vendor. A Purchase Order
may be created from a Job, a Service Ticket, the Purchase Order List or the Vendor record.
Purchase Orders may be linked to a Job Number or a Service Ticket Number for costing purposes.

—_—
O Ticket = 7000 ==
10052 Status Schadised
Customer: parvishian
Dervichian Medical Created 9/10/2008 10:41:46 PM
. 73 Plymouth Road
- La Mirada, CA 90638 CreatedBy = adminsyator
Over 30
e, | Custom Frelds | Tech Appt | 55 | Feld Notes (0) Parts | Laber | Other | EquipList| History | PO | Log| Joumal|
Stock | Technican [ Part [ Desoipton [ Locason [ Qty| UnitPrice | TotalPrice | Tax |
[0 ) BenBarbridge 6137 6137 Large Ke... 1 202.20 202.20 19.21
Cost Tax
SubTotalParts | 20220 | 19.21
Tech | Ben Banbridge | Quantty 1
Part fs137 B Uit Price 202.20
Description [6137 Large Keypad Total Price 202.20
Location [ Tax 19.21
T
New
COGS Account for this Ticket is: 50000 e - B
_sve | goe |
[Orcket=1000 [
. 10052 Status Scheduled
Customer: narvichian
o ian Medical Created 9/10/2008 10:41:46 PM
. 78 Plymouth Road
S aMrada, CA 90638 CreatedBy  administrator
Over 30
Ticket | Custom Fields | Tech Appt | &g | Field Notes (0) | Parts| Labor | Other | Equipuist| Hstofy PO | (bg| 3ournal]
PO # | Vendor | Amount | Ordered | Due | Back Ordered “liubflont |

Purchase Order for a Service Ticket

Pagel3of 36



SedonaOffice Accounts Payabl

The #1 Financial Software for Security Companies

e Mew Purchase Order [ ==
Vendor Code Branch Category [~ Print Mow
|p_|3[ I CA =] I'M | I Direct Expense
Purchase Order o SERTRIEE CT 202 ==l
ip To:
PO Number
ADI 122 Magnolia - 1037

231 West 42nd 5t Riverside, CA 92505 Order Date 1/19/2009 QI

Mew York, NY 10024

Phone: (800) 555-4321 Ship Date =

Fax: Method m

I~ Acknowledged Edit Address | Drop Ship | Tracking # —
Parts Due Date l— QI

Service Ticket 7002

I Select from All Parts Dervishian Medical

Parts I Expenses | Ne Spedial Order Parts Allowed

Parts List =
Part Description Vendor Part Quantity Cost Amount Revd BO
| |8137 6137 Large Keypad 6137 1 67.40 $67.40 r
Le2l r
-
Memg all bills submitted for payment must reference a - Total Cost §57.40
Purchase Order number. - -
Received Cost £0.00

I Closed oK | Cancel
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Purchase Order for Stock Parts

) Purchase Order List == )
Yendor | < Al Vendors > = |
Mca PO Number | vendor | Ordesr Diate | Due Date | Type | pimber | Amount | Revered | Memo |a

[ ca Man 1034 Security Services 1/15/2009 SWC F012 .00 0.00
[T 2m 1011 AnT /172005 08 W4 20.00 0.00
T 202 1016 AT 12/26/2008  12/26/2.. D08 LB 559,00 0.00
T 203 1033 el 1/15/3008 1222008 ME 118 3522.00 0,00
T 204
FcT 208
I cT 206
[ M1
(=
[ MT 100
EMT w1
[ MT 102
[ MT 103
[ MT 104
[ MT 105

Select Al | Erwert selection | [ Show Closed Purchase Orders . G jree. ]) gose |
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